
Describe policies and procedures in effect that relate to this incident: 
 

 Should always be some type of policy & procedure that applies – this is the gov’t! 
 Shouldn’t see same (canned) response on each report form 
 It’s important for us to know what the policy is – indicates that you “know”, in addition to the employees         

who are to be implementing/using them as applicable to the particular incident. 
 

• Grounds Maintenance or Snow/ice removal policy which provides . . .  
• Hostile Work Environment policy which provides . . . . 
• Student Code of Conduct which provides . . . 
• Intramural Handbook / Housing . . .  
• General Office Safety – maintenance/inspections 
• State Fleet Policy 
• Road/highway maintenance policy regarding 

 

List all causes of incident (equipment, procedure, environment, behavior): 
 
Typical Causation Factors:   
 

 Human – includes anyone & everyone who has anything to do with the incident                
(includes supervisors, trainers, managers, co-workers). 

 
 Device/equipment/vehicle – includes all issues relating to the manner in which the device or equipment caused the 

event (design factors, safety devices, alterations to the device, & interior contact points within the equip/vehicle, prior 
failures, repair & maintenance history). 

 
− Was employee trained on the equipment & was training documented? 
− When was the equipment purchased? 
− Where there any problems reported or work orders on the equipment? 
− Were safety devices in place & were they working properly?  
− Had safety devices or the equipment itself been altered in any way? 
− For a driver, was the seat belt worn? / Did the seat belt function? / Did the air bag deploy? 

 
 Environmental – includes manner in which the area where the event occurred contributed to the event.   

 
For a Slip & Fall: 

− Was the surface clean, dry, level, icy, snow? – condition 
− When was it last serviced or snow/ice removal efforts conducted? – inspected 
− Is there documentation of the actions? 
− What was the weather like up to 24 hours prior to the incident? 
− Is this a high traffic area? 
− What time was the incident? 
− What there an event going on at the time? 
− Were there any witnesses? 
− Was the person in a hurry? / What kind or shoes / was person carrying anything? 

 
For traffic collision: 

− What is the accident history of the area? 
− Are there traffic controls & were they working? 
− Was law enforcement called? 
− Where there any traffic violations/citations? 
− Was the area changed recently before the incident or has it been altered by the incident? 
− Do alterations or repairs need to be made in the future? 
− What alterations can be made to prevent a repeat of the incident? 
− Were there witnesses or passengers? 
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